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CLASS® Observation Appeal Process and Guidelines

Overview of CLASS® Observation Appeal Process: To appeal a CLASS® observation, a lead agency must submit
an appeal form to EarlyChildhood@la.gov on behalf of the individual or site requesting the appeal. Appeals

submitted by individuals other than lead agency staff will not be considered, and the individual will be instructed

to work with the lead agency to re-submit the appeal. Appeals may be submitted at any time during the

academic year, but the final deadline is July 1 of each year.

After submission, the appeal is processed by Department staff and is placed into one of the categories listed

below. Each appeal is given an initial review after it is received to ensure all relevant observation data, notes,

information from sites, and other supporting information from the lead agency and the University of Louisiana

at Lafayette Picard Center (ULL) is collected in a timely manner. After the July 1 submission deadline, all appeals

are reviewed alongside all collected data and information, and a final determination is made based on the

guidelines for each appeal category.

The Department then sends a letter informing the lead agency and the site of the final determination of an

appeal by email from EarlyChildhood@la.gov. All lead agencies and sites will be notified no later than August 1

of the status of their appeal.

Appeal Determination Guidelines:

Category

Department Review Steps

Conditions for Appeal Approval

1) Lead agency disagrees with
observation scores and/or
feedback

Review observation score
booklets and consult with
observer or observer supervisor
as necessary

Conduct an additional third party
observation, if applicable

Observation score booklets do not
support observation scores

Additional third party observation
does not align with the original third
party observation

2) Lead agency cites potential
violation of protocol by the
observer

Review observation score
booklet, contact observer and/or
lead agency if necessary, and
collect supporting
documentation, including
schedules, communications, and
all other relevant information

Review with ULL what measures
were taken to stay within
protocol

Observation score booklets do not
support observation scores or
indicate a violation of protocol

Review with ULL indicates a violation
of protocol
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3) Lead agency cites concern
about what teacher was
present in the classroom
during the observation

Review observation score
booklets

Confirm with ULL what teacher
was present during the
observation

Confirm that the observation was
conducted during an observable
time on the daily schedule

Observation notes and score booklets
do not support observation scores or
indicate the wrong teacher was
present in the classroom during the
observation

Review with ULL indicates contractor
observed the wrong individual

Circumstances indicate the classroom
should not have been observed at
that time

4) Lead agency cites potential
conflict of interest on the
part of the observer

Review observation notes and
score booklets

Review with ULL what that
observer’s previous involvement
with the site/teacher was

Observation notes and score booklets
do not support observation scores or
indicate a conflict of interest

Review with ULL indicates the third
party observer has previous
involvement that violates the conflict
of interest policy (Third Party Guide)

5) Lead agency cites a
disaster/extenuating
circumstances occurred
during observation

Review observation notes and
score booklets

Review documentation of the
disaster/extenuating
circumstances and the evidence
that it impacted the observation

Review with ULL what the
observer witnessed

Observation notes and score booklets
do not support observation scores or
indicate a disaster/extenuating
circumstances impacted the
observation

Review of documentation and
evidence indicates a
disaster/extenuating circumstances
impacted the observation

Review with ULL indicates a
disaster/extenuating circumstances
impacted the observation

6) Lead agency cites other
concerns not captured in
previous appeal categories

Review observation notes and
score booklets and collect any
and all relevant information

Contact ULL and/or lead agency if
more information is needed

Conduct additional third party
observations, if applicable

Observation notes and score booklets
do not support observation scores

ULL and/or lead agency provides
information that indicates appeal
should be approved

Additional third party observations
do not align with original third party
observation
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